NAME: DATE: Assignment 11

Automatic Indent & Text Wrap
* % * Do not print this assignment * * *
Part I
Directions:
1. Open 10SpellCheck.last name
2. Check the document and make sure it is formatted with:

Font: coooveviiiiiiiiiiiieiiiieeeis Times
SIZE: e 12
Style: oo, Normal Text

Margins:........ All should be at 1 inch

3. Type your Heading.
4. There are two ways of setting up an indent for a paragraph.

* using a left justified tab or

e using the first line indent
5. On the left side of the top ruler there is figure that looks like and hourglass on a box.
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* the top part is called first line indent
* the bottom part is called hanging indent
* the two together is called left indent
6. Move the first line indent to 1/2 on the ruler.

D—%':

a ~B~-?~-r-w--+

* Save as 11Indent.last name to your folder.
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Part

IT

Directions:
1. Continue using your 11Indent document. You are going to insert a picture from Clip Art.

2. Select Picture under Insert menu and then select Clip Art . Format Font Tools Table W
3. You will get many different graphics.

Choose one and click Insert
Clip Gallery : Word
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Clip Gallery

Category

Search

Buildings
Business

Buttons

Cartoons
Communications

] Results
Favorites
Lost & Found

Academic
Animals
Backgrounds
Borders & Frames

@, Search

& lcons

Dividlers & Decorations magic
Emaotions v P
“Categories... | Show:  All Pictures
o Import... Online...

Clips 1 - 11 of 11 in Animals

Type ane or more words '

amphibians

! ( Search )

@

e

|
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“Properties... ) " Preview

Close ) .f' Insert \

Break...

Page Numbers...
Date and Time...
AutoText

Field...

= Symbol...
Comment

Footnote...
Caption...

Cross-reference...
Index and Tables...

Picture
Text Box
Movie...
File...
Object...
Bookmark...
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From File...

AutoShapes
WordArt...

Chart

Sizing your picture. If your graphic is too large then you can make it smaller. Select the graphic. While

holding down the shift key, place your mouse on one of the corners of the graphic and push the mouse. You

can make the graphic smaller or larger

Place the graphic in the where you want it.

¢ Use the Format Menu
¢ Select Picture under
Format menu

Use the Dialog Windows

to make it Move with
Text or Uncheck the

Box to allow the picture

to be moved freely.

Save as 11clipart.last
name to your disk or
folder.

Format Picture

Colors and Lines  Size | Layout | Picture

Wrapping style
~ o = A

In line Square Tight Behind I front of
t

with text ext

Horizontal alignment

Dleft O center ) Right @ Other

( Advanced... )

(_ Cancel

) o)

Advanced

Layout

Picture Position | Text Wrapping

Horizontal
_) alignment
) Book layout
® Absolute position  4.28"
Vertical
_ Alignment
@ absolute position 015
Options
™ Move ohject with text  © Allow overlap

[ Lock anchor

relative to

Column i)

of

to the right of

relative to

Paragraph 3

below

[ Picture Placeholder

) oK)

( Cancel

Show your finished story with paragraph indent and clip art to the teacher to
have it checked.
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